
Invoice Reconciliation Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a reconciliation of our recent 

invoices. We have conducted a review of our records and noticed discrepancies that need to be 

addressed. 

Details of the invoices in question are as follows: 

• Invoice Number: [Insert Invoice Number] 

• Date of Invoice: [Insert Date] 

• Amount: [Insert Amount] 

• Reference: [Insert Reference Information] 

We would appreciate your assistance in reconciling these invoices at your earliest convenience. 

It is important for us to ensure our records are aligned for accurate accounting. 

Please feel free to contact me directly at [Your Phone Number] or [Your Email Address] should 

you require any further information or clarification. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 



[City, State, Zip Code] 


